
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION ; 
RECORD W I L L  CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPAS'ED 

1 

I 

i 

I 

! 

Provides medical service and maintains records of care and treatment f o r  inpatients and out- i i  
information of services per- 

formed by physici,ans, psychiatr is t ,  dentists , nursing care personnel and other disciplines;  
provide ' s ta t i s t ica l  data .for use i n  evaluating the treatment program; maintain data concernindl 
tbe pat ient  for  medical research; record data and maintain records -7 of services rendered t o  ! 
patients i n  accordance w i t h  the S ta te  law governing patients rights; provide safeguards and 

'I 1. 1 
i 
1 

s and coordinates matters 
dudes patient's medical 

- 
11. This f i l e  contains t h e  following documents (include form numbers and t i t l e s ,  if any, 

and f i l e  arrangement). 
1. These documents re la te  t o  the develobment and direction of a program of psychiatric a d  

medical care and treatment for  patients treated i n  a Mental Ins t i tu t ion ,  providing 
psychiatric and medical information , establishing and applying standards for psychiatric 
and medical care and treatment , conducting psychiatric and medical examinations, dental 
treatment and care and other types of medical services. Documents are i n  many forms that  
are used t o  make up  s t a t i s t i c  f i l e s ,  medical information f i l e s ,  medical care and treatment 
f i les,  patient personal property and fund f i l e s ,  professional medical service f i l e s ,  lab- 
oratory service f i l e s ,  nu r s ing  care personnel service f i l e s ,  indexes and locator f i l e s ,  
c l in ica l  record files, outpatient record f i l e s ,  consultation service f i l e s  and dental 
service f i l e s .  

" 

-i I 2. Included are: see attached sheet. 
I 3. File is  arranged: See at$- ws OF THE FILE 
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YES i3- 1 9  ."...* 8 .  -,ti.- . . p l . l n  

[ x l  [ - . .  
. .  

i n  another o f f i c e  o r  agency? " r X l " 1  
ever, sqmmarized or  published? I I .[ XI 

Medical Record folder. 

Attach CODY of smaw o r  Dublication. 

i .  
j 

_ -  
16 N I  1 I 

8.  []STATE b.'[ ISTATUI'E OF c -  IAIJIXT. . ( I .  [ IkFDEHAL e. [dAlMINISTRATIVE f .  [ ]HISTGi<ICAi, 
LAU LIMITAT~CIN PI.: RI 0 D L A W  I r m  I:; ION VALUE 

(c i te  Lm, Gtatutc , .  or other ma.w&fi,r* i.h,, ti!t,t:nti.on wquirementi 

I_-- 
----- -. ______-- 

25. AGENCY RECOMMNDATIONS. T h i s  agency recommends t h a t  the f i l e ' s e r i e s  be c x o f f  at t h e  end 
o f  each -[]CALENDAR YEAR -[]FISCAL YEAR -[]OTHER , then  : 

I 

r . 1  17. I)Gs t h e  series i n i t i a t e ,  . .  amend o r  terminate agency po l i c i e s  tind procedures? [ 1 [XI 
18. Could t h e  function be performed if t h e  f i l es  were l o s t  o r  destroyed? . [ a  [ . I  

[ 1 ' R I  
Docs t h e  record series provide data as input  t'o an EIiP f i e ?  P I  [ 1 
I n  m'inor cases. 

'Is t h e  series ' ( o r  major port ion of i t) regular ly  microfilmed? If yes, why? 

Does t h e  record ' se r ies  . .  contain documentation produced 86 EDP. p r in tou t?  [ 1 R l  

. . "  ' ' . 

22. Hw t h e  Federal Government issued in s t ruc t ions  governing the r e t en t ion /d i sp - :  ' [ ] o( ] 
si t ion of these  f i l e s ?  

W i l l  there.  be a need f o r  these records 10, 15 years  from pow? If yes,  what? ' [ :I [ 1 
&!e-aHa€bebht. I _ ~ _ _ _  

,,~' [ ],Hold i n  t h e  current  f i les  area ' month(s)./ yea r ( s ) :  

'1 ] Destroy. .. 

1 ] Rttie to Archives. 
[ ] Destroy immediately af ter  cut-off. 
[ ] Other :  ( spec i fy )  See attached sheet. 

', 1' Transfer  t o  [ 1 S t a t e  Records Center 1 Local Holding Area; hold y e a d s ) :  . .  

sfe attached sheet followinpl requires t h e  f i ler:  t c >  hc L.rrL years : 
The 



. . Attached Sheet 

mrnw SERVICE FILES 

APPl. 
No. - 
74-420 

74-421 

14-422 

74-423 

74-424 

DESCRIPTION 

BLOOD WNATION FILES - Dccments 
relating to  administering the blood 
donation program. Included are doc- 
uments re la t ing t o  blood grouping, 
blood collection, p m m m n t  of 
blood, method of payment and noti- 
f ications cmcerning blood dona- 
t ions and related docmts.  Fi les  
are arranged by subject, thereunder 
by date. 

Documents re la t ing to  the receipt,  
issuance and contml of alcohol and 
narcotics. Included are letters, 
extract of laws, regulations and 
directives,  d s  and similar or re- 
lated documents. Fi les  are arranged 
by date. 

DocwRnts reflecting s t a t i s t i ca l  in- 
f o m t i o n  quarterly, Semi-annually, 
and annually on such matters as cen- 
sus, admissions, disposition (dis- 
charges, transfers,  other type re- 
leases), bed capacity, n d e r  of beds 
occupied, outpatient Watmmts. 

ALCOHOL AND FJARCOTIC C O m O L  FILES- 

MEDICAL STATISTICAL REWRTINC FILES - 

DISPOSITION --- - 

Cut off at the end of each 
calendar year; then hold i n  
current f i l e s  area for  2 
years, then tmnsfer  t o  
Local Holding Area; hold 8 
years; then destroy. 

.- - . *  

Cut off a t  the end of each 
calendar year; then hold in 
current f i l e s  area for  2 
years, then transfer t o  
Local Holding h a ;  hold 8 
years; then destroy. 

Offices consolidating reports: 
Cut off at the end of each 
calendar year; then hold in 
the current f i l e s  area for  
4 years; then t ransfer  t o  
Local Holding Area, hold 1 0  
years; then destroy. 

specialized t& of treatn-ent &d s%lar 
data. F i l e s  are arranged by reprt 
subject, thereunder by date. 

MEnICAL STATISTICS MACHTNE: TABULATION 
FILES - Documents reflecting statis- 
t ical  data extracted f m  the in&- 
vidual mdical records. Included 
are machine print-outs o r  similar 
documents. Fi les  are arranged by 
date. 

WARD ACTIVITY FEF'OFTING FILES - 
Docurrents reflecting data on ward 
act ivi t ies .  Included are ward per- 
sonnel duty rosters, daily patient 
reports, daily treatment schedules, 
patient appohtnent schedules, pa- 
t i e n t  rosters and similar or related 
documents. Fi les  are arranged al- 
phabetically, thereunder by date. 

Cut off at the end of each 
calendar year; hold in current 
files area 1 year; then destroy. 
Earlier destruction is author- 
ized. 

Cut off each month; then hold 
i n  current files area for 3 
months; then destroy. 



APPl- 
No. - 
74-425 

74-426 

74-427 

i MEDICAL SERVICE FILES 

D I  SFQSITION DESCRIPTIO~ --- - 
MmICAL CARE INQUIRY FILES - Doc- 
m t s  reflecting inquiries re- 
ceived from' private individuals 
and State  off ic ia ls  for  nonprivi- 
leged informtion on such matters 
as medical treatment received, sta- 
tus of physical mnditian, transfer 
of patients, e l ig ib i l i ty  for  care 
and trea-nt, canplaints concerning 
patients and other skilar or re- 
lated documents. Files are m g e d  
alphahetically by patient or subject, 
thereunder by date. 

Cut off a t  the end of each 
calendar year; then hold in 
current f i l e s  area for  5 
years; then destroy. 

DFATH REGISEP. FILE - A log or 
ledger consisting of the patient 's  
name, age, sex, social security 
number, hospital case number, date 
of admission, cause of death, pa- 
t i en t ' s  residence, date of death 
and the hour, ~ c e  or color, mr- 
i t a l  status,  date of birth,  occupa- 
tion, place of bir th  , father'  s name, 
mother's name, veteran or not, whether 
autopsy was performed or not, doc- 
tor's name and date cer t i f icate  w a s  
signed. F i l e  is  arranged d m o -  
logically by date. 

BIFCEI REGISTER FILF - Log or  1edp;er 
consisting of chi ld 's  name, sex, 
whether single, twin or t r i p l e  bir th ,  
date of birth; father's name, color 
or race, age, birth place, occupa- 
t i o n  , business or hdustry , hospital 
n h r :  mother's maiden, first and 
middle m, address, color or race, 
b i r th  place, etc. 
chmn&logically by date. 

uments related t o  authorizing access 
t o  medical records. Included are 
requests for  access, agreement, 
approvals of authorizations and 
similar or related docmnts .  F i l e s  
are arranged by date. 

F i l e  is arranped 

MEDICAL ECORDS ACCESS FILES - Doc- 

R e t i r e  to  State Archives 
5 years a f t e r  date of last 
entry. 

R e t i r e  t o  State Archives 
on discontinuance of Insti-  
tution. 

Cut off at the end of each 
calendar year; then hold i n  
the current f i l e s  area for  
4 years; then transfer t o  local  
holding area; hold 6 years; 
then destroy. 

-2- 
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MEDICAL SERVICE FILES 

APPl- 
No. 

~ 

DESCRIPTION 
-__L_ 

DISPOSITION 
I_---- 

74-429 PHYSICAL MEDICINE REPORTING nLES - 
Documents reflecting such infonna- 
t ion as treatment of patients i n  the 
physical medicine service , clinics, 
participation and treatment in phys- 
ical therapy, and other type ther- 
apies. Included are daily attend- 
ance reports relating to physical 
therapy and physical reconditioning; 
other type therapy participation re- 
ports and similar or related docu- 
mts.  Fi les  are arranged by sub- 
ject, thereunder by date. 

74-430 UX'AL FACILJV INSPECITON REPOWTING 
FILES - Documents relating t o  internal calendar year; then hold in 
sanitary inspection of hospitals such 
as inspections of wards, -&ping area 
and foods, barber and beauty shops. SuPerdeoe  b a / l 9 / q  7 
Included are inspection reports, re- 
p0l.t~ of corrective action taken, 
reclQner and similar or related doc- 
uments. F i les  are arranged alpha- 
betically by organization, there- 
under by date. 

OPERATION ORDER AND ScHEnuLF FILES 
Documents used t o  order and schedule 
operations. Included are operation mths; then destmy. 
notices, surgery rosters and similar 
or related docuwnts. Fi les  
armnged by date. 

WARD CONTROL CARD FILES - Documents 
used by wards  t o  account-for pa- 
tients assigned t o  it, nursing as- 
sessment information, special diets 
and special authorized privileges. 
Included are cards, lists and sim- 
ilar or related documents. F i les  
are m g e d  alphabetically. 

SERIOUSLY ILL FILES - I)ocuments 
used for  informing the patients 
next of kin or other appropriate 
persons &en the patient is se- 
riously ill. Included are letters, 
m e m ~  for  record of telephone calls 
and similar or related documents. 
Fi les  are arranged by date. 

Cut off a t  the end of each 
calendar year; then hold in 
current files area for  1 
year; then destroy. 

Cut off at  the end of each 

mxmt f i l e s  area for 1 year; 
then destroy. 

=J% 

74-431 Cut off each mnth; then hold 
in current f i l e s  area for  3 

74-432 Destroy on dischrge or tms -  
fer of patient. Earlier de- 
struction is authorized. 

74-433 Cut off each calendar mnth;  
then hold in the current f i l e s  
area for  3 mths; then destroy. 

-3- 



MEDICAL SERVICE FILES 

APPl- 
No. 

~ -- 
74-434 

74-435 

74-436 

74-437 

, ,  

74-438 

DESCRIPTION 
~ - .- -. 

PATIENT ABSENCE MLES - Documents 
reflecting patients an convalescent 
leave, tempormy v i s i t ,  left  w i t h -  
out consent absence. Included are 
authorization for  absence, notifi-  
cation t o  appropriate authorities 
of patients that left  without con- 
sent and similar or related dommnts. 
F i les  are arranged alphabetically 
by patient. 

PATIENT TRANSFER FILES - h-ts 
relating t o  the transfer of pa- 
t ien ts  between Institutions or other 
treatrrent facilities. Included are 
requests for transfer, recomnenda- 
tims , authorizations and similar 
or related documents. F i les  are 
arranged by date. 

Documents reflecting receipt and re- 
turn of m e y s  deposited by the pa- 
t i en ts  in  an Institution with the 
custodian of the patients'  fund. 
Included are patients'  deposit re- 
cords, authorization s l ips ,  vouchers, 
receipts, comspondeqce and s%.- 
lar or related documents. F i les  are 
arranged alphabetically by patient 
or may be f i led just  by date of 
transaction. 

PATIENT PERSONAL "Ds ACCOWrING 
FILES - Documents reflecting a l l  
tmnsactions involving m e y  or pa- 
t ien ts  in an Institution. Included years; then destroy. 
are checkbooks, receipt bodks, pa- 
t ients fund journals , l e d p r s  and 
similar or related documents. F i les  
are y m g e d  chronologically by date. 

PATIENT VALUAE3LES AND/OR PERSONAL Upn return of valuables to  
PROPERTY FILES - Docwlents reflecting patient or other person authori- 
the receipt and return of patients zed t o  receive such valuables, 
valuables and/or personal property, place all papers i n  the inactive 
exclusive of patients funds. Included f i l e ;  cut off the inactive file 
are property s l ips ,  tags, receipts, at the end of each calendar year, 
and similar or related documents. then hold in current f i l e s  area 
F i l e s  are arranged alphabetically by 1 year; then destroy. 
patient. 

Destroy on return of patient 
or when no langer needed. 

Cut off each month; then hold 
i n  current files area for  3 
mnths; then destroy. 

PATIENT PERSONAL FUNDS RECORD MLES - Cut off on Withdrawal of a l l  
money; then hold in current 
files area for  3 years; then 
destroy. 

Cut off at the end of each 
calendar year; then hold in 
current f i l e s  area for 3 



APPl. 
No. 
L_ 

74-439 

74-440 

74-441 

74-442 

74-443 

MEDICAL SERVICE FILES 

DISPOSITION DESCXPTION ~ - ~ 

PROFESSIONAL CONSULTANT CONTROL FILES - Cut off on termination of the 
Documents re la t ing t o  u t i l i za t ion ,  ap- a p p o i n m t ;  then hold in cur- 
pointment duties, responsibilities and rent files area l year; then 
compensation of professiandl consult- destroy. 
ants. Included are biographical sketch- 
es, travel documents and similar or re- 
lated documents. F i les  are arranged 
alphabetically by consultant. 

MEDICAL LABORATORY PERFORMANCE E- 
PORTING FILES - Docwnents ref lect ing 
information on performance factors,  - 
nwlber and some of specimen received, 
s ta tus  of equipent ,  workload and/or 
backlog and similar data. F i l e s  are 
arranged by date. 

CLINICAL AND PATHOLOGICAL LABORA- 
TORY FILES - Documents used by 
laboratories fo r  i n f o m t i o n a l ,  
training, or  research p q s e s  . 
cluded are copies of autopsy proto- 
cols and copies of reports on the pa- 
thological examination of surgical 
and autopsy t issues  and similar or 
related docunnents. F i les  are arranged 
alphabetically by subject, thereunder 
by date. 

PATIENT CONDITION REFOkTING FILES - 
Documents used to  keep the Director of 
Nursing Service informed on patients 
condition and of w a r d  ac t iv i t i e s  which 
affect the workload and determine as- 
signments of personnel. Included are 
shift and/or twenty-four hour reports 
and similar or related documents. 
are arixmged by date. 

Cut off a t  the end of each 
. calendar year; then hold in 

current files area fo r  2 
years; then destroy. 

Cut off at the end of each 
calendar year; then hold in 
current files area for 3 
years; then tmnsfer t o  local 
storage .&?a and hold for 2 
years; then destroy. 

In- 

Cut off each mnth ;  then hold 
in current files area 3 mnths; 
then destroy. 

Files 

TEMF'EFWUFE, PULSE AND RESPIWTION 
F I B  - Documents reflecting tempera- 
ture, pulse, and respiration of pa- 
t i e n t s  i n  the w a r d ,  Included are 
cards, lists and similar or related 
d c c m t s .  F i les  are arranged by 
date, by patient. 

Destroy after data has been 
recorded i n  the individual. 
patient 's  medical records. 

-5- 



APPl. 
No. 

74-444 

- 

74-445 

74-446 

74-447 

DESCRIPIION -. 

SERVICE FILES 

DISPOSmON -- -- 
PATIENT MEDICAL =CORD INDEX FILES- 
Documents reflecting patient nanes , 
case nunkrs assigned and other iden- 
t ifying items. These documents are 
used for  establishing individual 
histories of admission at an Insti= 
tution and are used for  locating 
medical records or other identifying 
data. Files are arranged alphabeti- 
cally b17 patient. 

Upon discharge or death of 
patient, place all cards in 
the inactive f i l e ,  effective 
January 1, 1975, cut off the 
inactive f i l e  in 10 year blocks; 
then hold in current f i l e s  area 
25 years; then retire t o  State 
Archives. 
Maintenance Instructions - Fi l e s  
dated prior t o  January 1, 1975, 
w i l l  be treated as a separate 
f i le  and not purged; however, 
as these cards are pulled for  
reference, active medical pa- 
tient index cards w i l l  be 
moved forward t o  the A c t i v e  
Patient Records Index Files.  

0U"ATIENT RECORD INDEX FILES - 
Cards used as n&al indexes to  
outpatients records. Included are mt; then hold in current 
names of patients, case numbers, 
etc. Files are arranged alpha- 
betically by patient. 

X-RAY INDEX FILES - Documents used 
for  locating x-my films. Included 
are n&al pathological indexes and 
similar or related documents. F i les  
are m g e d  alphabetically, there- 
under by date. 

PHYSICAL MEDICINE TREA'IMENT FILES - Cut off each calendar year 
Eccments relating t o  patients treated a f t e r  completion of treat- 
in a physicalmdicine clinic. In- mt; then hold in current 
cluded a ~ 2  cards, forms, and similar f i l e s  area for  1 year; then 
or related documents. Files are ar- destroy. E a r l i e r  destmc- 
m g e d  alphabetically by patient. tion i s  authorized provided 
thereunder by date. pertinent information has been 

incorporated i n  the patient's 
medical record folder. 

C u t  off on tmnsfer or termi- 
nation of outpatient e a t -  

f i l e s  area 1 year; then destroy. 

Destroy indexes concurrently 
With the x-ray files t o  which 
they pertain. 

74-448 WHOPEDIC WORK ORDER F'IIES -I'Docu- 
ments reflecting requests for  con- 
struction of appliances. Included 
are plain cards ,ruled cards, forms 
and similar or related dcaments. 
Files are ariw-ged date. 

Cut off each calendar year; 
then hold in current f i l e s  area 
for 2 years; then destroy. 



APPl. 
N o ,  - 
14-449 

74-450 

74-451 

74-452 

74-453 

MEDICAL SERVICE FILES 

DESCRIPTION 
-L_ _ _  

ELECI'ROENCEP-IIC TRACING FILES - 
Documents reflecting electrical ac- 
t i v i t y  of the bmin. 
graphic recordings and similar or 
related docwents. F i les  are arranged 
alphabetically by patient, thereunder 
by date. 

Documents reflecting electrical 
activity of the h e m .  Included are 
graphic recordings and similar or re- 
lated documents. Files are arranged 
alphabetically by patient, thereunder 
by date. 

Included are 

ELECI'ROCARDIOGRAM TRACING FILES - 

SPECTACLE ISSUE FILES - w t s  

D I S P O S I T I O N  ~- -- 
Cut off each calendar year; 
then hold in current f i l e s  area 
for  3 years; then destroy. 

Cut off at the end of each 
calendar year; then hold i n  
current f i l e s  area for 3 years; 
then destroy. 

Cut off at the end of each 
reflecting the diagnosis and types 
of spectacles prescribed and issued. 
Included are prescriptions, cards,  year; then destroy. E a r l i e r  
and similar or related documents. 
F i les  are. m-enged alphabetically by 
patient, thereunder by date. 

EMPLOYEE MEDICAL FILES - Documents Cut off on termination of 
reflecting medica l  care and treat- treatment; then hold i n  current 
ment furnished t o  employees by In- files area 3 mnths; then 
sti tutians.  Included are records transfer t o  Personnel Office 
Of  laboratory a d  X - M y  f indingS, t o  be incorporated into the 
correspondence relating to the physi- individuals personnel folder. 
cal conditicm and medical history of 
employees and records reflecting 
treatment furnished and absences from 
work caused by injury. Fi les  are ar- 
m g e d  alphabetically by employee, 
thereunder by date. 

DENTAL REPORTING FILES - Documents 
containing surmldzy of dental ser- 
vices performed; cases diagnosed, 
operations performed and similar 
i n f m t i o n .  Included are dental 
services reports, laboratory re- 
ports, correspondence and similar 
or related documents. F i les  are 
m g e d  by date. 

calendar year; then hold 
i n  current f i l e s  area for  1 

destruction is  authorized. 

Cut off at the end of each 
calendar year; then hold in  
current files area 1 year; 
then destroy. 



MEDICAL SERVICE FILES 

APPl. 
No. 

74-454 

- 

74-455 

., 74-456 

74-457 

74-458 

DESCRIFTION ~- .-+- 

DENTAL WOFKSHLLT AND TABUIATI0)J 
FILES - Documents used in prepar- 
ing dental reports and sumnaries. 
Included are worksheets, tabulations 
and similar or related documents. 
Fi les  are arranged by date. 

PROSTHETIC CASE FILES - Docwnents 
ref lect ing the type of denture work 
ccunpleted. Included are dental 
prosthetic awe forms prepared for 
each individual and similar or re- 
lated documents. F i b s  are m g e d  
alphabetically by patient, thereunder 
by date. 

X-rays involving oral surgery in 
cannectim with j a w  fractures and 
diseases, skull fractures, injuries 
and plates ,  bone grafting and similar 
conditions. Fi les  are arranged al- 
phabetically by patient, thereunder 
by date. 

relat ing t o  dental research projects.  
Included are studies and similar or 
re la ted documents. Files are arranged 
alphabetically by pr6ject. 

DENTAL X-RAY 'ITACHING FILES - Docwrents 
used for teaching and t r a u u n  F P- 
w e s  at  those Institutims where an 

EXTRA ORAL DENTAL X-RAY FILES - 

DENTAL X-RAY PROJECT FILES - DocWnentS 

. .  

DISPOSITION 
~ - 

Cut off each mnth;  then hold 
in the current files area f o r  
3 manths; then destroy. 

.. 

Cut off  each quarter; then 
hold in the cuprent files area 
for 6 mnths;  then destroy. 

Cut off at the end of each 
calendar year; then hold in 
current files area for 5 years; 
then destroy. 

Cut off on c a p l e t i o n  of the  
pmjec t ;  then hold in current 
fi&es area fo r  3 years; then 
transfer t o  local storage area 
for 5 years; then destroy. 

authorized teaching or t ra ining prp- 
gmm is in eflfect. 
p u p s  of dental x-mys and related 
documents. Fi les  are m g e d  alpha- 
bet ical ly ,  thereunder by subject. 

Included are selected 

Destroy when no longer needed 
for teaching or tMining pur- 
poses. 


